DEPARTMENT OF GENERAL SERVICES ScheduleNo. [~ 5 74
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2
Agency 4 Division/Unit
Washington County Planning and Community Dev. /Permits and
Inspections
Item No " Description ' Retention
1 Electrician’s license application and renewal: application, Retain for three (3) years and
board recommendations, certificate of liability insurance, until all audit requirements have

notice of expiration; certificate of insurance; correspondence, | been met, then destroy.
application for renewal .Permits and Inspection is the office of
record. '

2 Plumber’s license application and renewal: applications, Retain for three (3) years and
application for renewal, photo, certificate of insurance, notice | until all audit requirements have.
of expiration . Permits and Inspections is the office of record. | been met, then destroy.

3 Receipt books: receipts for monies received by permits and Retain for three (3) years and
inspection until all audit requirements have
been met, then destroy.

4 Appeals to Zoning regulations Permanent. Transfer
-contains but not limited to: correspondence, site plans, board | periodically to the MD State
of appeals notice, testimony, fee schedule, text of newspaper | Archives

ads, applications for special exception, addendum, appeals
board decision

5 Permits - building v ' Retain for fifty (25) years, then
-contains but not limited to: applications, site plans, zoning destroy. :

certification, approval document, correspondence, signature
sheets, plumbing/electrical permits

6 Construction drawings for commercial properties: originals — Permanent. Transfer
building permit plans: drawings for paving, utility, grading periodically to the MD State
plans. Archives

Approved by ‘Department, Agency or Division Representative Schedule Authorized by State Archivist

Date June~21, 1999

' Date i 2 01999 y)
Signature jc,,_.\__ Q}M Signature %C- //’ 7

Type Name JoniiL. Bittner

Title County Clerk




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C 77é ~

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
7 Real estate account report - map/parcel: computer generated Retain until updated or
X listings, district, owner/address, description, grid, map, parcel, | superseded, then destroy
liber, folio

8 Bonds released - bonds held on construction projects, released | Retain for twenty (20) years,
when project is completed, includes Entrance permits & then destroy. (Note: before
Bonds, Utility Permits & Grading Permits, Mineral extraction | destruction, review for extended
bonds. retention requirements)

9 Electrical permits: application, permits, correspondence Retain for three (3) years and
until all audit requirements have
been met, then destroy.

10 Quarry Bonds Retain for life of Quarry, then

’ destroy.

11 Service request/violation of zoning laws: notices served to Retain for three (3) years and
remove junk, abandoned vehicles, correspondence, work until all audit requirements have
sheets, receipts for certified mail, copies of deed been met, then destroy.

12 Home Builders License applications and renewals Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

13 District Court Files — zoning and building, copies of deeds, Retain for 10 years, then

photos, Certified letters, receipts, tax maps and
correspondence.

destroy.




~ YYPE OR PRINT A SEPRRATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVIGES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION | RECORDS MANAGEMENT DIVISION
SCHEDVLE (DGS 550-1)

1. DEPARIMENTIAGENCY

S = a;(/&

DEFINITION - Records Seriee - A greup of related records normally fled and used as 3 unit for reterence as well as tetention and disposition pusposes.

7275 WATERLOO ROAD
P.G. BOX 275 - JESSUP, MARYLAND 20784 Page ot

Z,

2. DVISION /;f'w/l/f = s o ﬁ |
& .

t’;’Y,D/r:zﬁﬁp
Cor7 f%)ppVJ

4. RECORD SERIES TITLE EW&&%ZKW% 5. BARLIEST YBAR [ LATETEST YEAR
@//&%7”’ W%ﬂﬁé&%

S0 Clrr TonT

6. RECORD SERIES DESCRIPTION ( Briefly descrido the types of informationidocumaents/iorms found in the Senes include (he pulposo of functdn of (he Series!
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8. RECORD SERIE ENCE 9. VOLUME
O File Drawer(s!
Alphabetical : / ?[ a Microfilm Reet (s) é é
[»]

AN

O Microfilm
Comouter Tape s
O Legal Size o Compuier Tape G Numetical ﬁ o Olher (Spetify)
© Bound Book a Floppy Disk & Chronoiogice! Number  CoLC - FE /,
o Audio Tape O Video Tape T Geographica! 10. ANNUAL ACCUMULATION
O Fig Drawer (3)
@ Otbrer (Specily) o Otner (Spacty) O Mureliim Ree! (s)
: O Computer Tape(s)
W%g O Othes (Speciy)
Number
1. FILE S USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monthly O Month(s) o Yestfs)
Number
13. GURRENT Locmou(s (Bldg.. Floor 14, 1S RECORD SER'ES DUPLICATED ELSEWHERE? (f yes. specily agency of office)
"'3/. £ O Yes ¢ No
16. ACCESS RESTRICTIONS (If yes, zite low(s) & regulation(s) 16. AUDIT REQUIREMENTS
o VYes o No o None o Sk D Federal O independent
17. 1S AN INDEX SYSTEM USED? (i ves explan briefly and 18. RECOMMENDED RETENTION

describe any hardware/software)

C' Yes g No

Retain for three (3) Years and until

19,

NAME AND TITLE OF PREPARER

| Fulfilled, then destroy.

‘ all Audit Requirements have been _—

WAL SRN.A Masrad 10




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS (NVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20794 Page ot

INSTRUCTIONS, - YYPE OR PRINT A SEPGRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS REYENTION

SCHETULE (DGS 550-1)
1. DERARTMENTIAGENGY 2. omsionF/ M/V//Of ~ | umr ‘
// 7%'/” Wtz Jiort= S0 o 7= Vo2 T T

DEF!N!TION Rocotds Series - A group of related records normally Rled 108 used as » unit for ceference as well 28 totention and disposition purposes.

4. RECORO SERIES TITLE . ' 5. BARLIEST YEAR { LATETEST YEAR
7D/M/¢757”5 A/ce/u:ée _

& W 90, ;P 4- /%ZTOW
6. RECORD SERIES DESCRIPTION ( Briefly descride he types of informalionidocuments/iorms found in the Senn Inciude the purpose of funcudt: of he Seres:
%ﬁ,&//dlf’-ﬁﬁ,czs %/g/&?’%ﬂ /@/éaazl - s
F/wﬁ% gﬁ/aéwrim s %5@/%’””

e ettt eneel

7. REGORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME .
/ERYF /ﬂ’-’ O File Drawer(s)
Letter Size ‘O Microfilm Alghabetical O Microfilm Reet (s)
:’gpamer Tape ! /%//
O Legal Size G Computer Tape O Numetical ’ : t (Spetify)
O Bound Book O Floppy Disk G Chionsiogies! Nymber ﬁ:—_
O Filg Drawer (s)
© Other {Specly} T Other (Spacity) O Mefefim Ree! (s
: O Computer Tape(s)
W (ot O Other (Specity) ___
’ Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monthly : O Month(s} o Yesri{s)
Number
13, SURRENT LOCATIOKRSS) (Bldg., Floor, Rogm) . 14 1S RECORD $ER!ES DUPLICATED ELSEWHERET (f yes. specify agsncy or office)
s s — 3red [ oo y N
o] es i < 0
K_\
2L/
15. ACCESS RESTRICTIONS {If yes, cite law(s) & reguiation(s) 16. AUDIT REQUAREMENTS
D Yes 2 No o None O Siate o Fedenal o independent
11. 1S AN INDEX SYSTEM USED?Y (I yes expiain brielly ang 18, RECOMMENDED RETENTION
describe any hardware/saltware) - :
O Yes S No ; Retain for three (3) Years and until
all Audit Requirements have been _—
13. NAME AND TITLE OF PREPARER 2 Fulfilled, then destroy.

W KENd Masvieon 1130
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D PULIIYND -« [ THE OR PRINT A SEPARATE FORM FCR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOWLE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PQO. 80X 275 - JESSUP. MARYLAND 20794

AGENCY RECOROS INVENJORY

Page of

1. DEPARTMENT/AGENCY

//@/’ 50 .

+ ovson DGR TV

3. UNIT

)

DEFINITION . Racords Serles -

(DOHe127. D%/g/

A group of related records normaily filed and used 23 a unit for reference as

well as retenton and dlspon on purposas,

4. RECORD SERIES musf%//bﬂpﬁ/fs

5. EARLIEST YEAR / LATETEST YEAR

/%mM

//5/0 7.

6. RECORD SERIES DESCRIPTION { Buefly descrite the types of information/documentsiforms found in the Series

Include the purpose cr functicn of the Senes)

/(556//0% /K/\Wp/y/pd QB/V’QJ é/ /4’/’7%#

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME

E’ﬁ‘e’m

Number

a teter Size Q Micreilm Q Alpnatencal a Microfilm Reel (s)
a/n/ O Computer Tace js!
O tegal Size a Cemputer Tzce ~Rumerical f O Ciner (Specity)
2’9@( a Flegpy Disk g Chronalegical Numbar M ,5/;-
Q Audo Tape . a Video Tace T Geograohical 10. ANNUAL ACCUMULATION
Q File Orawer (g}
O Otrer (Specify) a Clher (Speciy) G Mcrofim Reet (s}
Q Comcuter Tape(s)
I D }47%' O Other {Specify)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daly O Weekly 2  Monthly a  Monih(s) o Years)

13, GURRENT LOCATIONJS) (Bldg., Floar, Room)

Wi K

Byl |

14,

IS RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specify agency er office)

o Yes O No
15. ACCESS RESTRICTIONS (if yes. cite lawis) & requiation(s) 16. AUDIT REQUIREMENTS
U Yes o Ne a None a Slate a Fegerat C Independent

7.
-~rte any hargware/software)

‘ag

]

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

0GS S804 Zeqsed 1797

p
| Retain for three (3) Years and until
; all Audit Requirements have been :
. Fulfilled, then destroy.
20.
|
[N




[HSTRUCTIONS -
REVISED RECORD SERIES
SCHEDULE (DGS 5580-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

ODEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECOROS INVENJORY

Page of

1.

DEPARTMENT/IAGENCY

2 omsuo~/’7W/’ / F
Copety. Peve oy

3. UNIT

Usthe o Zo.

DEFINITION - Records Serles -

A graup of related records normally filed and usted as 2 umt for refararice as well as retention and dispasiion purposas.

4. RECORD SERIES nns% ‘eﬁ/é 7£— ZD
ﬁem/k/ﬂ“/wé,

//Jaa%

5. EARLIEST YEAR / LATETEST YEAR

7% Ll Y =op—

EXp
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] est7npep0
eI/Q:S/ % //
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S 15000,

6. RECORD SERIES DESCRIP}(ON ( Briefly describe the types of m{ormahonldocuments/rorms found in the Series Inc ude ihe purpose of functicn of the Senes)

Cony) ] o, buar ABT 2ot#et e 72 dﬁma;op,d/:%
)p/ﬁ/czs Bowrd 2 e/ /()pf Jie
fee Zohedile -

TS - Ppplledlions
/1on: 4c’c/;6/afffr Ayﬁ/ﬁiﬂﬁ it

F
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7. RECOROD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUM ép
. ] o F le Drawet(s)
Leter Size G Micrefilm Microfilm Reel (sx
uler Tace |
O Legal Size o Computer Tzce Omer (°D°"
I % ;
O B-und Book O Floppy Oisk G Chronoleg:cal Number "-j /
0 Audo Tape Video Tace T Geographicat 10. ANNUAL ACCUMULATION
0 File Orawer (s}
Otter (Spec:fym a Cther (Speciiv) O Murofim Reet (s
O Comguter Tape(s)
O Other (Specify)
e, Number
11. FILE IS USED ' 12, FILE BECOMES INACTIVE AFTER
Q Datly O Wesekly a  Monthly o Month(s) o Year(s}
Number
13. CURPENT LOCATION( ) (Bldg.. Floor, R 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
/ )(7, "‘3"’ / ~
g VYes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
U Yes a No a  None O State O Federal O Independent
17. 1S AN INDEX SYSTEM USED? f yes. expiain cneily and RECOMMENDED RETENTION g/‘/ﬂ{ﬂ/&)&ﬂ’— /ﬂ/%(b/:.
cenope any hardware/software) ) W !/C‘/ // W
‘ss S Mo Wd l/ ?
19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

CGS $50-4 Fmpsed 1/93)




INSTRUCTHONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD

AGENCY RECORDS INVENJORY

M//_Qfé///%é/c) C’o

P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of
LN
1. DEPARTMENT/AGENCY 2. DMSION}D]/WW? ¥ 3. UNIT

A2 T5 o2

/EAS]

(orypes J%e/f/go

DEFINITION/Records Serles - A group of relatad records normally filed and u-led as a unit for reference as

well as retention and disposfion purposes.

4. RECORD SERIES TITLE _5/@_ P/}Q/()\S

5. EARLIEST YEAR / LATETEST YEAR

\/%Méﬂ—“

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of

(Lopres 2L Fhmse Ian] by

. . ” .
information/documents/gfms found in the Series

/‘%%M//\%;

Include

/

the purpose of funclicn of the Senesy

7. RECORD SERIES FORMAT(S}

Lester Size a Micrciilm
O Lesal Size o Computer Tece
0 Bsund Book O Floppy Disk
Q Aucio Tape QO Video Tace

wdy) DW/ /(}/(5

8. RECORD SERIES SE CE
» Iphateticai

T Numerncal
O Chronological

O Ceographical

a Cther {Specty)

$v e Kpppce

o Microfilm Reel (s)
O Computer Tace 5

S-CThRer (Specily)

Number&/{ _F:y-

9. VOLUME é 4
O Fie Drawes(s) /%

X

10. ANNUAL ACCUMULATION
a File Drawer (<)
a Microfilm Reel (s)
a Comguter Tape!s)
D Other (Specify)

Number

11, FILE IS USED

o Daly O Weskly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

@]
Number

Month(s) o Years)

13. CURRENT LOCATION(S) (Bldg.. Floar, Roo F—
Rdiez x> B ﬁ—-grafn Loey—

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (!f yes, specify agency or office)

g Yes a No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
U Yes a No o None a Stlate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (If yes. exoiain gnefly ano
wm-npe any hardware/software) '
Ias

~o

r [ ]
18. RECOMMENDED RETENTION ’?@f#’//() [/f/()?’;_l. W/dy’@
O Superseded  THen @ggfg/

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

0633 S804 . Fmased 17931




~ TYPE OR PRINT A SEPARATE FORN FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORO SERIES. FORWARD WITH RECORDS -RETENTION RECCRDS MANKAGEMENT DIVISION

SCHEDVLE (DGS 850-1) 7275 WATERLOC ROAD
P.C. BOX 275 - JESSUP, MARYLAND 20794 Page ot

Mo | 2 owod JAAIAE I | :j
é‘/—f g CW/»/ . 79/%37%&%/%

DGFleoﬁ/ Recotdy Serive - A group of related records normally Rled and used as » unit m reference a3 well as tetention and dupouﬂon purposes.
4. RECORD SERIES TITLE

5. BARLIEST YEAR | LATETEST YEAR

-/ ! -
ermmis —~ Biss /f)/ 728 0 CHIET
6. RECORD SERIES DESCRIPTION ( Briefly descrde the types of information/documents/iorms found in the Sem-s Include the purpose of functian of (he Seres)

&/077@/,{/2{) éw’]"ﬁpf’l///// J=d /o - ,ﬁ)‘p YAy, IDKAS
S e W/wus Zoniyy Ler 7750 1770
By pr 2L ﬁﬂdzfmfe/afc‘pr/“g:s /ﬂab&e/w%—
5/ Vs WP T T = . M W/M s /E/é’é/l”/
ter ) 7= 7 | |

o Migrofilm Re°| {s}

~. © Compuler Tape is.
O Legal Size o Compuier Tape e 2 Biver (Specity)
0 Bound Beck O Floppy Disk G Chonologiest Nymber M F-;,_
o Audio Tape O Video_Jope . O Geographical ; 10. ANNUAL ACCUMULATION

D Fie Drawer (9)
-VO{HSWWYJ_—__L_ Wj o Other (Spaciy) : O Mereliim Ree: (s}
: : O Computer Tape(s)

706f' W/-/ % O Othes (Spezify)

i Number
1. FILEIS USED 12. FILE BECOMES IRACTIVE AFTER
o Daily O Weekly O Monthly O Month(s) o VYest(s)
Number '
URRENT LOCATION(S) em Floor 14, 1S RECORD $ER'ES DUPLICATED ELSEWHERE? (f yes. specify egency ot office)
WO B DOy— .
o VYes : ‘ ¢ No
16. ACCESS RESTRICTIONS {If yes, zite low(s) & raguiation(s) 16. AUDIT REQUIREMENTS
o Yes o Ne O None ] Shh o Federal 0 independent

17. 1S AN INDEX SYSTEM USED? (ii yes. explain briefly and 18. RECOMMENDED RETENTION

describe any hardwere/soilware)
o e o W 7?'4’ =) W@@ﬁ///‘/
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER . DATE

.
—

“
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INSIRUCTIONS, ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE {DGS 550-1)

RECORDS NANAGEMENT DIVISION

¥ e
-t . .
- AT
: PR
~

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYIAND 20794 Page ot

Yot w72 Co

e —————————

ﬁR‘WENTIAGENCY % 2. OMISION F :#Mﬁ/ W )L‘ 3. _UNIT -

M 2

DEFINITION - Records Series - A group of related records normally Rled snd used as o unit for reference as

/

Grenes We/@/ﬂ ] M/Zs—'%sﬂsﬂﬁf

well as rotention and disposition pusposes.

4. RECORD SERIES TITLE Eﬂf/ﬂceﬁ/‘u QD//%L‘)/% 5. BARLIEST YBAR | LATETEST YBAKR
B C’ommeqci%f e 7S

[ oA AATEL]

6. RECORD SERIES DESCRIPTION { Bnefly dascrde the types of

det=z/7 =

7
informationidocuments/iorms found in the Series. Inciude 1he purpose of funcuont ¢f ine Series;

9/75#)/415 — ﬂw/&/m/ Sy yt0 T SIS

Conss 57705 22 DI RS J5r—= ;%V/;a// :
St MProy EMedlS ] 1t its  Lndscaprs
5. D/’/"? Z76 >, ;’—ﬁc///df s ; '¢57‘797‘/%Q//§Z

LY

— ==~

7. RECORD SERIES FORMAT (S}
O Letter Size O Micrafiim
O Legal Sze a Compuier Tape
O Bound Begk O Flappy Disk
o Audio Tape o Video Tape

- m@@ﬂw%

8. RECORD SERIES SEQUENCE 9. VOLUME
O Fie Drawer(s!
O Alphabeical O Mcrofim Reet (s)
© Comouter Tape i3)
O Numerical 2Zp o Olher (Specify)

6 Chronologicat Nemwer AL FF .

O Geographuca! 10. ANNUAL ACCUMULATIOH
. O Filg Drawer (s)
ym;.ecdy) : O Mcrcliim Ree' (s}

O Compuler Tape(s)

Number

gy %//)p\/ &'/7— O OCthes {Specity)

1. FILEIS YSED

o Daily O Weekly T Monihly

12. FILE BECOMES IRACTIVE AFTER

O  Month(s) o Yesrls)
Number

13. CURRENT LOCATION(S) (BJdg.. Floot, Room)

Bdpy o Bid. Biisontzz

14 13 RECORD SER!ES DUPLICATED ELSEWHERE? (f yes spectfy egancy of office)

E‘ O Yes ¢ No

15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s)

o VYes D No

16. AUDIT REQUIREMENTS .

O None O Sigle O Federal O independent

17. 1S AN INDEX SYSTEM USED? (If yes. explan briefly and
describe any hardware/soliware)

O Yes o No

%%77; T /7.

18, RECOMMENDED RETENTIONC )~/ M}?—U@WZ 77(7/;/;@ g;"
éfﬁé@

15. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

Wi {Nd Namead 10T
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{NSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS - RETENTION
SCHEDULE (0GS 850-1)

é/é/f// 3

T o;mam: TIAGENCY 2. DVISION }D;W/V/ ,

DEPARTMENT OF GENERAL SERVICES
RECCROS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20794

- AGENCY RECORDS INVENTORY

Page ot

e —————

CGpetrzy Depee 2L

v__

3. UNIT

- .

bmumo( Records Serive - A gioup of related recerds normally fled tnd used as s unit for reterence s

well a8 retention tnd disposition purposes.

4. RECORD SERIES TITLE /? 6/4/ 557/7?742 %Cﬁk/dr—‘

5. BARLIEST YEAR /| LATETEST YEAR

L

Kevor7— 1rus/sdpeceld

6. RECORD SERIES DESCRIPTION ( Briefly doscr;béw types of information/documents/oms found in the Series. include Ihe purpose of funcusn of (he Serres)

Conapeeszr NI o LssTTR s DISTr7cT >

Propers dd /&ess ; ,
Wi, Poreel Liber; FRlio

e

- @ﬂs&/”’/ﬁ//ow

J/

=z

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) O File Drawer(s}
O Letter Size O Miciafiim C Alphaveical 0 Microfilm Reet (s)
@ Comoutar Tape {51
O Legal Sze © Compuier Tape umerical g o Other (Specify) o
O Bound Beck O Floppy Disk G Chronsiogicst Nymber &/5. / ;z
o Audio Tape 0 Video Tope © Geographica! 10. ANNUAL ACCUMULATION
O Fie Drawer (3)
ther (Specily) O Other (Spacity) 0 Mereliim Ree (s}
: O Computer Tape(s)
O Other (Spezify)
DisTryeag—
. Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly T Monthly O Month(s) Q  Yesr(s)

Number

12. GURRENT LOCATION(S) (Eldg. Floor, Room)
/QJ/‘%/,U BJds—fsrme=of

_15 1S RECORD SER!ES DUPLICATED ELSEWHERET {f yes. specify agancy of cffice) _

O Yes c No
15. ACCESS RESTRICTIONS (if yes, cite law{s) & raguigtion(s) 16. AUDIT REQUWREMENTS
o Yes o No O None Qo Sate O Fedaral 0 Independen!

17. 1S AN INDEX SYSTEM USED? (I yes. explan briefly and
describe any hardware/sofiware) :

o Yes O No

pr’sw/ﬂfft—jazé
P

18. RECOMMENDED RETENTION /fejﬁ//() LA T L
= [ JrFEo
ES] 2t

At

15. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

nfns
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~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHROULE (DGS 850-1)

et o,

7275 WATERLOD ROAD

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION

PG BOX 275 - JESSUP, MARYLAND 2079¢

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENTIAGENCY 2 omsn?/?’/V/V//)f p—

3. UNIT ‘—-—_——_—_—l
D ds s tspei o]

(onpes szxé/@ .

DEFINITION - Recordy Series - A group of related reserds normally filed and used as s unit for reference s weil as retention and mm@ purposes.

. aecofzo SERIES TITLE ,4% /VJ = %@/52;5%

5. BARLIEST YBAR | LATEYEST YEAR

%’0

6. RECORD SERIES DESCRIPTION ( Briefly cascrde the types of informationvdocumenis/iorms found in the Series. inciude the purpose of funcusn of (he Seres)

Gred %é/d/ /O o 2577 27T 72O SV B chc/o
fetonsed oo /@,/54/-/ s &mp/e%:d

7. RECORD SERIES FORMAT(S)
elier Size O Microfiim

8. RECORD SERIES SEQUENCE

9. VOLUME /
File Drawer(s)

abelical O Microfim Reet (s)
© Computer Tape 5)
© Legal Sze a Compuier Tape @ Numerical 52 o Oiver (Speeify) o o
O Bound Beek O Floppy Disk o Chronsiogies! Number LA~ / 7
O Audio Tape a Video Tape @ Geographicat 10. ANNUAL ACCUMULATION
D File Drawer (3)
O Otrer {Specily) o Other (Spacily) O Merelim Ree: ()
’ G Computer Tape(s)
Wf O Othes {Specify)
Number
#1. FILE IS USED 12. FIiLE BECOMES INACTIVE AFTER
o Daily O Weekly o Montny O Monh(s] O  Yesc(s)

Number

URRENT LOCATION(S) (Bidg., Floor, Room)

W0 Bz - R)2H P/

P

|14 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (f yes. specify egency or office)

O Yes ¢ No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQIAREMENTS
O Yes 2 N c None [+ éla!e o Federal

O  independent

17. 1S AN INDEX SYSTEM USED? (f yes, expiain briefly and
describe any hardware/sollware)

C Yes o No

18. RECOMMENDED REYENT!ON

/(74557/' rey. VoL =

RETi o 7%7-20/%

19, NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

(over u\
21. OATE
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DEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENTORY
RECCRDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PG, BOX 275 - JESSUP, MARYLAND 20794 Page Ot

(NSTRUCTIONS ~ TYPZ OR PRINT A SEPGRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS ‘RETENTION
SCHEDVLE (DGS 550-1)

———— —

1. DEPARTMENTIAGENCY 2 omsion 57 RIS VO s, unr _ |
%//ﬁ;ﬁﬂ . v, Devefop. . R Jo < fushigioe?

DEFINITION - Rocords Series - A group of related recerds normally filed 1nd used as # nit for rmunco 43 well as tetention and disposition purposes.

4. RECORD SERIES TITLE E/W/Cﬁ'/ j[éﬂ?/z;‘ ' 5. EARLIEST YEAR | LATETEST YEAR
| S o

6. RECORD SERIES DESCRIPTION { Briefly descrde the types of mto(mahomccwmoms/forms found in the Sones Include the purpose of functidn of Ine Seres)

/ﬁa/p//w// o2 /%//‘/ﬁ /6 &,7279//04/6/&46 -

7. RECCRD § FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME )
O File Diawer(s)
Letter Size O Microfilm T Alphabesical : O Microfilm Rest (s) ’4,
/ ;g‘m/m, Tape &) s é// g
O Legal Size G Compuier Tepe umerical / her (Specify)
O Bound Bock O Floppy Disk & Chronologics! N CHAs %;,
O Audio Tape O Video Tage ) © Geographica! 10. ANNUAL ACCUMULATIONR

D Fie Orawer (3)

OOther (Specify) ___ a Otner ( ify) ) 3 Mercliim Ree! (s)
O Computer Tape(s)
fQ:/ /W/ / O Other (Specify)
Z - ) Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daily O Weekly o Monthly O Month(s) a  Yearls)
Number
13, ansm LOOATIONES) ;Bldg Floor, Room) F’ 14, 1S RECORD $SER!ES DUPLICATED ELSEWHERET (f yes. Specify egency of office)
D
O Yes ¢ No

15. ACCESS RESTRICTIONS (If yes, cite low(s) & regulation(s) 16. AVOIT REQUIREMENTS

0 Yes 0 No O None o Stk S Federal 0 independent

17. IS AN INDEX SYSTEM USED7 (Il yes, expiain briefly and 18, RECOMMENDED RETENTION

describe gny hardware/software)
o Yo o No Retain for three (3) Years and until
all Audit Requirements have been |
1A NAME AND TITLE OF PREPARER », Fulfilled, then destroy.

|

WIR LG4 Daviend 40 {
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(NSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECQORDS RETENTION
SCHEDYLE (OGS 550-1)

. os.mnmeunwsucv : 2 DVISION 7177/51_ Y /()7

1272

ODEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.C. BOX 275 - JESSUP, MARYLAND 20784

Page

3. UNIT

/

well as tetenton and disposition purposes.

4. RECORD SERIES TITLE W }%

§. FARLIEST YEAR | LATETEST YEAR

{e]

6. RECORD SERIES DESCRIPTION ( Briefly dascride the types of inlumationfd&umenls/foms found in the Series. Include (he purpose of fupcusn of (he Seres)
Mios)pleds | &z Zoayns; fTbed,
Fresery o
Yotommoe Edrsro;
MMW?A{WWZ_’Q
KER)ZL. //9%/9_5/’

T .
CITEFEF e - S for T
5 Cfx)é%s//f fAorese
oY e Mé//i}/czﬁ/?ﬁ /77&@5/’
(gL sreds

-

7. REGORD SERIES FORMAT(S)

O Letter Size o Microfiim
O Legal Size g Compuier fape -
O Bound Beek O Floppy Disk
o Augio Tape O Video Tape
her (Speciy) ; 7=

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
a Alphabetical 0 Microfilm Reet (s)
© Computer Tape !3)
O Numerical ﬁ o Other (Spetify) o oo o
& Chronsiogics! Number (AL /57—
=4 Geographica.' 10. ANNUAL ACCUMULATION

D Filg Drawer {3)

r@n o Merelim Ree: (s)

: O Computer Tage(s)

,5 i é \/@/ © Othes (Specify)

Number

o]

1. FILE IS USED

Daily o Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O  Month(s} a  Yesr(s)

Number

13. CURRENT LOCATION(S) (Bidg. Floor, Rogm
%M/ﬂé,éi’/w? rel Fhor

14, 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (1 yes. specify agancy or office)

o Yes & No
16. ACCESS RESTRICTIONS (If yes, cite law(s) & reguation(s) 16. AUDIT REQUIREMENTS
o Yes 5 Ne a None O Slate O Federsl

O independent

(=]

17. 1S AN INDEX SYSTEM USED? (I yes. explain briglly and
describe any hardwere/soliware)

Yes O No

18. RECOMMENDED RETENTION ge’rgj}gj o7 L. L /=]
OI™ SwpPer=s=ded, ThEn
DT r—vur

19. NAME AND TITLE OF PREPARER

-
-

2 oy{

20. TELEPHONE NUMBER

WAL QN4 Mevisan 1078
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SCHEQULE (0GS $50-1)

1. DEPARTMENTIAGENCY

st et éé

~ TYPE OR PRINY A SEPLRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS -RETENTION

DEPARTMENT OF GENEﬁAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD )

P.G. BOX 275 - JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page Ot

2. DVISION 79/9_//
Corgper, Dve=/oo

3. UNIT

R ——

DiFiNmo(Rocords Serive - A groyp of related records normally Rled snd used as s unit lw reference is

well a3 tetention 2nd disposition purposes.

4. RECORO SERIES TITLE W

( C/@f&a/) %;/‘77—

be=S)

o o ren s

5. SARLIEST YEAR [ LATETEST YEAR

/ ,%OM

NEDpms Ser

6. RECORD SERIES DESCRIPTION ( Briefly descride the types of informationdocuments/ionm

ound in the Sefies. Inciude tho pwpésc of fuacuon of the Seties)

70 /% e ek - /%
e yptins - dﬁ/‘/”@/ﬁp/o&/:fj’:f/ 1ordk 54/:‘:%5

forepis 157 CorPrad Mty Copas o Fomd,

1. R::?SEB@: FORMAT(S)
elter Size : O Microfitm

8. RECORD SERIES SEQUENCE

umerical

9. VOLUME

X

Tie owwer(s) /\%4 4
O Microfilm Reet (s)

© Computer Tape i3

© Legal Size O Compuier Tape /2 o Oiner (Specify) — o
O Bound Bock O Floppy Disk © Chronslogicsl Nymber W v / 7:.
© Audio Tape a Video Tape o Geographical 10. ANNUAL ACCUMULATIOK

O Fig Drawer (9)
© Other {Specily} o Other (Seacily) O Mercliim Ree! (s)

: Q Computer Tape(s)
T Other (Spesify)
. Number
. FILEIS USED 12. FILE BECOMES IRACTIVE AFTER

o Daily O Weekly o Monthly D Month(s} o Yestls)

Number

URRENT LOCATION(S (Bldg.. Floor, Room)
L Bldge3rd o

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or office)

o Yes ¢ No
15. ACCESS RESTRICTIONS (If yes, zite low{s) & reguiation(s) 16. AUVODIT REQUIREMENTS
O Yes D No O None o élah O Federal

O independent

describe any hardwere/sollware)

a VYes g N

17. 1S AN INDEX SYSTEM USED? (I yes. explain briefly and

18. RECOMMENDED RETENTION

15, NAME AND TITLE OF PREPARER

Fulfilled, then destroy.

WIE SAA4 Bevisod 100

Retain for three (3) Years and until
all Audit Requirements have been —
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INSTRUCTIONS -~ TYPE OR PRINT A SEPURATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORUS RETENTION
SCARDVLE (DGS 950-1)

DEPARTMENTIAGENCY

DEFINITION “Recordy Serivs - A group of related records normally filed s1ad yaed as o tnit

DEPARTMENT OF GENERAL SERVICES
RECCROS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20794

2. omsony// A/ WINVG

- AGENCY RECORDS INVENTORY

Page ot

3. UNIT

refetence iv well a8 tetention and disposition purposen.

4. RECORD SERIES TITLE %%75//0 67& ﬁ// 7 4/5 7§

5. EARLIEST YEAR [ LATETEST YEAR

(973

Compurs=r

ZD/()*C’

Grrd £, %gapw/df

6. RECORD SERIES DESCRIPTION ( Briefly dascrde the types of informalion‘documenis/farms fqund in the Series. Include the purpose of funcuadt of (he Setes)

76/1/6//22'72@/1/‘5//&% /?040/
/70}4(/!% %I/fse;ﬁ‘ Z/p
}%rm//"%)/\e/ /’VV/:S ///4/&

4/4,001 Z2z5
/<Z .

cpescy’/f//aw

RECORD SERIES FORMAT(S)

O Lelter Size O Microfilm

O Legal Size O Compuier Tape
O Bound Bock O Floppy Disk

0 Audio Tape 0 Vigeo Tape

8. RECORD SERIES SEQUENCE
M@
@ Numerical
O Chronoiogicst
© Geographical

g Other (Spacify)

K 9444 A/Mé’

9. VOLUME

File Drawer(s!
Mictofilm Reet (s)
Compvter Tape {5)

aooa

Nymber a/, F7:——

Otner (SpeCify) o e

10. ANNUAL ACCUMULATICK
O Fig Drawer (3)
o Merefi Ree! (s}
O Computer Tape(s)
Q Othes (Specify)

Number

1.

FILE 1S USED

o Daily O Weekly O Monitly

12. FILE BECOMES INACTIVE AFTER

o

Number

Month(s) o Yesrls)

1.

CURRENT LOCATION(S) (Bldg.. Floor. Room)

14, 1S RECORD $ER!ES DUPLICATED ELSEWHERE? (f yes. specily egancy ot office)

o VYes ¢ No
15. ACCESS RESTRICTIONS {If yes, cite law(s) 8 reguiation(s) 16. AUDIT REQUIREMENTS
o Yes 5 No - a None a éme g Federal g :ndependenl

17.

IS AN INDEX SYSTER USED? (7 yes_expiain briefly and

describe any hardware/soltware)

o Yes O No

18. RECOMMENDED RETENTION

ReT 1> LenZo 2 7=

or- 51”79'3 r—seded, TrFe o

DES) rpu,

1.

NAME AND TITLE OF PREFARER

—

20. TELEPHONE NUMBER /

i

2. DATE

—

WL SRAA Mevieadt 10T
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